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Mobile Approvals

Approvers review travel documents —
authorizations, vouchers, advances, and local
travel claims — to ensure:

e Document is within travel policy

e Correct accounts have been selected to
fund the travel expenses

e Expenses are correctly estimated or
claimed and reimbursement types are
correct

Approvers can perform simple approval functions
for travel documents by accessing E2 on a mobile
device, such as an Android™ smartphone,
iPhone®, or Blackberry®. However, you cannot
make changes to documents via the mobile
interface.

TIP: Funds Managers should access the E2
application via a standard web browser to
perform full approver functions, including adding
or changing account codes. See QRC35 —
Approving Documents or any of the "Approving"
user guides for details.

Log On

Log on to E2 via your mobile browser. After
accepting the Warning Message and Privacy Act
Notice, a My Approvals page displays.

Authorizations O > |
Vouchers U > |
Local Travel L > |
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Figure 1: Mobile — My Approvals page

Document Type

Tap a document type to view the list of specific
documents of that type pending your approval.
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Figure 2: Mobile — Authorizations page

Document Summary

Tap the document you want to review. The

summary for that document displays.

Traveler: JACKIES THIMMELL
Trp ¢ 209915

Status

Pending Approval
Destination

New York, NY, Uvted States
Type of Travel

Mobile demo

Specfic Travel Purpose

Trp 2 for Mebile demo

Trp Dates

02-Ape-20142 - 0Ob-Apr-2014
Additional Detain

Reservation ©
Site Details ©
Expenses (5]
Accounting 0_

Figure 3: Mobile — Authorization Summary page

Lock the Document
Verify the document is locked to you.

e |f the Unlock button appears at the bottom of
the page, the document is locked to you.

Approve

Return to Traveler

Unlock

Figure 4: Mobile — Unlock button

o |Ifthe Lock button appears, tap it to lock the
document to you. The document must be
locked for approval functions.

Review the Document

Specific Information

Tap buttons to review specific information. You
can also tap to drill down for additional
information when the > (more) symbol appears
on a button. Select the < (back) symbol at the top
of a page to return to the previous page.

Buttons mirror the Summary page sections
available when approving a document on the
main E2 site, and include:
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Figure 5: Mobile — Reservation information
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e Site Details

< Site Details @
Traveler: JACKIE S TRIMMELL
Telp i 200015
Bagn
Departing Date:
Departiog Tl
Depating From: Mirmeapoliz. MN
Ursted States
Ooing To New Yark, NY_ United
Slales
Armival Dase: a2-Apr- 3014
Mode of Gommercial Plare
Transportation
Reason for Stop. Tenporary Duty
End
Retupsrg Dote: 08 Ape. 2014

Figure 6: Mobile — Site Details page

o Expenses

Traveler: JACKIL S 1HIMMELL

Topid: 20951S

Travel Charge Card: 1347.80
Travelar: LR L
Urassigned: .00

Amount: 212280

Date Type Amoont

Dezedption Alarts

2014 0402 Heatal Sar 346,30 o

F014-04 O2 Aroee 3931.80 o

Figure 7: Mobile — Expenses page

e Accounting

Traveler: JACKIE S TRIMMELL
Trip Id 7299915

Fotal Amoant S212280
Allccated:

Total Pescent 100 00%
Allocated:

Description:
Account Code:

Obligated Balance: 0
Amount Allocated: 21229
Percent Allocated. 100.00%

Figure 8: Mobile — Accounting page

e Travel Policy

Teaweler: JACKIE S TRAWIMELL

Trpid: 209818

Travel Policy Justifications
Poley item: Air Cabin Class
mformation:
Explanotioer Within polcy
Paley item Conty met Carrimy Face
farmation Arwti
Explanution Conty sot G4 e

100

Figure 9: Mobile — Travel Policy page

e Other Actions

< Authorization Other Actions

Traveler: JACKIE S TRIMMELL
Tripld 208975

Remarks
Attachments
Printable Authorization

Trip History

© © O O

Figure 10: Mobile — Other Actions

Missing Information

Some information may not be available in the
mobile application, including:

Comparative trips

View routing path

View routing history
Daily expenses summary

To view this information, tap the Go to Main Site
link at the bottom of any page. You are

automatically transferred to the main E2 web site.

Approve/Return/Unlock

Approve, return, or unlock the document using
the buttons at the bottom of the Summary page.

Approve

1. Tap Approve. This displays a Confirm Action
page.

2. Enter optional remarks.

3. Tap Confirm.

Return to Traveler for Revision

1. Tap Return to Traveler. This displays a
Confirm Action page.

2. Select the reason you are returning the
document from the list.

3. Enter required remarks.

4. Tap Confirm.

Unlock

Tap Unlock to make the document available to
another approver.

Returning to a Previous Page
Use the back arrow to return to a previous page.
Logout

Tap Logout to end your session. You are
returned to the E2 mobile home page.

éSolutsons Logout

Figure 11: Mobile — Logout link
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